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Slide notes 

The California Employment Development Department (EDD) developed this tutorial to assist you with 
navigating through e-Services for Business. This tutorial is for employer representatives/payroll 
agents who want to submit bulk Unemployment Insurance (UI) Rate requests and file bulk returns. 
We will begin at the e-Services for Business home page. 
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Slide notes 

Let’s start with submitting a Bulk Rate Inquiry. To begin, select the “Show More Options” hyperlink on 
the “I Want To…” menu. 
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Slide notes 

Now we are going to select "Submit a Bulk Rate Inquiry." 
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Slide notes 

Select the "(CSV Instructions)" hyperlink. 
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Slide notes 

Here are the instructions provided to import a CSV file from your computer. When you are finished 
viewing, select "OK" to continue. 
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Slide notes 

Step 1. Select "Import File of Account IDs." 
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Slide notes 

Select "Choose File" for the file you want to import. 
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Slide notes 

Choose the correct file to import. 
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Slide notes 

Select "Open" to import the attachment. 
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Slide notes 

Now you can see the file. Select "Import" to complete your inquiry. 
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Slide notes 

Step 2. For this example “2016” is already selected. If the EDD has Unemployment Insurance 
information for future years those options will be available to you. Step 3. Select "Process Request" to 
continue. 
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Slide notes 

Select "OK" to process this request.  
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Slide notes 

Here is the rate for these three account numbers. Select "Cancel" to continue. 

 



  

 

Page 14 of 33 

 

 

Slide notes 

Select “Yes” to continue. This message only pertains to information on this screen. Any requests 
submitted earlier in your session will remain in submitted status. 
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Slide notes 

Now, let’s attach a bulk return file. We will start at the Customer Level. Select the “Show More 
Options” hyperlink. 
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Slide notes 

Then select the “Attach a Return File” hyperlink. 
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Slide notes 

Please read these instructions for return file format and size limits. Then proceed to Step 1. Select 
"Attach File." 
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Slide notes 

For this example we select the "DE9C, XML, ZIP" from the drop down menu. 
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Slide notes 

Enter a description of the file. 
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Slide notes 

Select “Choose File” to choose a file to import. 
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Slide notes 

Select the correct file. 
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Slide notes 

Then select "Open" to import the attachment. 
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Slide notes 

Now you can see the attachment that has been imported. Select "Save." 

 



  

 

Page 24 of 33 

 

 

Slide notes 

Step 2. Select "File Information."   
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Slide notes 

Complete with your firm (business) information.  
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Slide notes 

When completed select "OK." 
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Slide notes 

Step 3.Sselect “Declaration.” 
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Slide notes 

The declaration page is very important. This is where you declare that the information herein is true 
and correct to the best of your knowledge. When the information is completed, select "OK" to 
continue. 
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Slide notes 

Select "Submit" and send this return file. 
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Slide notes 

Are you sure you want to submit this request? Select "OK." 
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Slide notes 

Here is the confirmation page. Your DE9C XML was submitted for processing. Select "OK" to 
continue. 
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Slide notes 

Select the "Requests" tab to find out the status of your return file.  
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Slide notes 

Thank you for taking the time to watch this tutorial on how to submit a bulk rate inquiry and bulk return 
filing on e-Services for Business. Be sure to view our other tutorials demonstrating how to add a 
payment source, file a bulk payment, and the many other actions available in e-Services for Business. 
Other resources are available at www.edd.ca.gov or by calling the Taxpayer Assistance Center at 1-
888-745-3886. 

 

 


